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Survey of Personnel Administrative Expenses
1. References:
a. Personnel Administration Organization Charts,
=
» T d
b. Summary of Cost per Local National Employee, i -
; :
; v,
c. Section XV, Civilien Personnel-Continued. j - -
“ -4
— )

2, Item of_éﬁ}vey"

(1) Administration Organization:

a. Details of administration organization (lower echelon

Catal e e R L L et i e e

orzanizations than those shown in Reference a, Charts tegether with
number of administrative personnel by job title).

b. How far computers are used within respective services,

(2) Personnel Administration Expenses:

a. Details of Okinawa LN payroll cest-personnel Cost, Cost other

than lgbor and Cperation Support in paragraph 1 of Hefersnce 1lb, above by
services,

b. ©On what basis services anticipats reduction of payroll costsiby

centralization of payroll functions into USG owned ccmputer as described in
"HOTE® of paragraph 1, Reference 1b, above by services.

¢. Details of personnel administrative costis on Okinawa as refarred

to paragraph 2, Reference 1lb, sbove by service,

d. Details of personnel administrative expenses on Okinawa for

1957, 1968 and 1969 by service,

(3)

e, Other suvnplemental data reeded by us,

Row Yard-sticks in Reference lc, above are actually implemented,

3. Personnel to be dispatched.

Name Govarnment Post Grade
0T30JI, Unit Chief, Labor Fiscal (Administrative
Shinsaburo Manzgement Section, Waga. Schedile

Labor Division, DFiA DI |
Administrative Official
of Defense Agency
ONUXI, Unit Chisf, Labor Planning [ |
Shigeru Section, Lgbor Division,

DFAA
Administrative 0fficial
of Defense Agency

‘!'v-

Eire Bt i N S TO S P T A
T e A PRI ey, | E R e it NI LR e TN A, 2

NS

Schedule of Survey
(1) Period: From 6 January 1971 to 8 January 1971.

{2) Destination: USA, USAF, USN, MC, COP's and FO's.
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Duty Assignment

To: Mr, Shinsaburo Otsuji

Mr, Shigeru Onuki

Vr. Masakuni Anzai, Director, Lebor Division, DFiA

From: n,

In order to maXe further detailed studiy on administrative cost for
Okinawan employees you are herewith instructed to collect as many detailed
data supporting those appearing in "Summary of Cost per LN Employee$™

Ttems to be surveyed leading to respective desirable tables are shown
as follows:

1, Organizational Charts

(a) Organizational charts by service showing all lower echelon units
lower than Army's Ryukyu Joint Board, Navy's Personnel Service Office, Air
Force's Branch CPO or Central Civilien Personnel Off., and CRE's Personnel
- Branch, if any,

(b) Organizational charts by service showing all echelon units of
Finance Office or other units, if any, serving personnel units shown under
(a) above,

(¢) Each of the units to be shown in charts under (a) and {b) should
include numbers of positions authorized,

2. Specific duty assigned to personnel engaged in labor managezent on
Ryukyuan Employees such as recruitment, classification, allocation, fund
control and wage payment., Based on the survey the following list will be prepared ,

Name of unit

Duty position title

itio No. of positions
(Job title)

3. Actual results of expended administrative exnenses (classified by
eppropriated fund and non-appropriated fund). Based on the survey, the
following list will be prepared.

Ttem 1968 1969 1970
Personnel Expenses (by American and
Ryukyuan)
Base Pay '
Allowances |

Retirement Allowsnce

Travel Expense (by American and Ryukyuan) .

v 3 B . . . . . .
T B L CT TOE  DUVE SR I AR Y [ERTC IR N R e T TR TP S ST

Depreciation of Capital
Goods (Comobuter and-Fixtures ete.)

Maintenance

Others

O B

4o

60

Number of Ryukyuan employees.

Based on the survey, the following list will be prepared,

Nurber of
Category two
Ernployees

Number of
Category one
Employees

-

Regulalions concerning payument procedures:

Regulaticnson wage computation and payment method,

Actual payment procedures:

o

Number of using wunits and employees for payument classified by

check, cash (and other method, if eny).

4 A

e

e e aned
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Supv Pos Class Spec

Pos Class
Pos Class
Class Clk

Clk Typ

'I_,:_(')‘SI’I’IOI‘J STRUCTURE / / i{)
BACHINATO ACPO .o KECAR IPULATION
~ ' u.sy T 2
OFC/CIV PERS OFF | Nom U.S. 0
1 Pers Ofcer GS-201-13 . TOUAL [
i 1 Secretary (Steno) GS-318~4 . '
B - : TECII SVC Orc
¢ - 1 Supv Pers Mgmt Spec GSTuo Ity
1 PMS GE=-20.-%
' 1 Clk Steno GE-312-4
Proc & ros.Conit Soc
: | 1 supv St Cik SUE~202-6
| 8 Staff Clk RUS-203~¢
; Svcs & Enpl. Bencefits. foo
1 Supv Yers Asst L 20o=Y
1 Pers Cik (Typ) Go=205-5
1 Reports Clk RGES=-3¢1-C
2 I'ile Clk RC5~-205-4
1 Cilk Typ RCS-3522~
e :
; ' ‘ !
. . S S
P&PM BR f REC & PLMT BR DUPL-MGY RLEL B
G5-221-12 ) Supv Pers Staff Spec G5-212-12 1 Supv Emp Mgt Coop Spec Go-Zli-.0
Spec GS=-221-11 1 Secretary GS=318-4 ! 3 Emp Mgt Coop Spec E=Z30-10
Spec RGS=-221-11 ' 3 Pers Staff Spec GSs-212-11 4 Tup Mgt Coop Spec RCOS=2050-. 1
(Typ) RGS-203~5 |‘' [ 2 Pers Staff Spec RGS-212-11 1 I.A, Spec : CE~301-1
RGS~-322-3 | 6 Pers Staff Spec RGS-212-9 2 Clerk wypists RGS=3z0-4
~ . 1 Pers Clk (Typ) RGS=-203-4 1 Emp Rel Clk RCS=-203-4
1 Clk Typ RGS-322-3 iz
5
!
|
TNG & DEV DR

L ‘Supv Emp Dev Spec
3 Emp Dev Spac
L Emp Dev Clk

Ul

|




UV U S

ne i AR S e 3 by o

AU it om0 bk A 35 4

T POSITION STRUCTURE / (1) — 2
) T SUKIRAN ACPO NECAPITULATION
B , ) U. s. 23
. OFC/CIV PERS_OFF Al Non U. S, <47
1 Pers Ofcr GS-201-13] . -
1_Secrecury (Steno) GS-318-4 | - TOTAL: A8
2 l TECH SVC OFC !
" 1 Supv PMS G5-201-11 |
i PMS G8-201-9 i
Proc & Pos ContsScc ;
1 sSupv Staff ClK RG5-203-¢ ¢
: 8 Staff Cik RG5-203~-4
Svecs & Fmpl Benefi s Sac |
1 SUpv rYers Asst - G5-202-7
1 Pexs Clk (Typ) G5-203-5
;1 Reports Clk RC5~301-5 |
"2 Clk Typ RG5-322~
3 File Clks RG5=-305-4
19 §
— 1 - i ) |
| POS & PAY MGMT BR REC & PLMT BR |  MGT=FNTT, REL |
i 1 Supv Pos Class Spec GS-221-12 1 Supv Pers Staff Spec G5-212-12 -1 Supv Emp-Mgt Coop Spec GS-230-12 |
{ 3 Pos Class Spec GS-221-11 Placement Sec 3 Empl-Mgt Coop "Sncc G5-230-11
; 4 Pos Class Spec RGS-221-11 4 Pers Starff Spec G&-212-111| | | 4 Empl-Mgt Coop Spec RGO-239-11
. L Class Clk (7Typ) RGS=203-5 2 Pers Staff Spec PGS-212-11 1 I.A. Spec G5=331~9
‘wl_Clk Typ ' RGS—~322~3 5 Pers Staff Spec RCS=-212~9 -1 BEmpl Rel Clk RE5-203-4
__~:L_” 1 Pers Clk (Typ) RGS-203-4 2 Clk ij RGS5=35322~4
1 Clk Typ RGS-322-3 EE ’
Rect & Career Mgnt Sec i
1 Pers Statfr Spec G&-212-9 ‘ ~
- 1 Pers Clk (Typ) RGS-203-4
1 Clk Typ RGS-322-3
USCSC Det Repn
1 Pers statff Spec GS5-212-7 ! -
. ?yukyuan JB of Exam !
1 SUpv Pers Statff Spec | RGS-212-11 | TNG S DEV BR
2 Pers Staff Spec RGS~212-9 Y e -
1 Staff Clk RGS-203-4 1 Supv Emp Dv Spec G5-235-12
- 3 Eampl Dev Spec RG5-235-11
22 1 Empl Dev Clk RCE-203-4
5




1.

DEPARTMENT OF THE ARMY RYUKYUAN CIVILIAN
PERSONNEL OFFICE EMPLOYEES ENGAGED IN
RECRUITMENT AND POSITION CLASSIFICATION

AND MER, T & D

Machinato ACPO:

Position & Pay Management

4 - Position Classification Specialist, RGS-1l

Recruitment & Placement

2 = Personnel Staffing Specialists, RGS-11
6 - Personnel Staffing Specialists, RGS=9

Management-Employee Relations

4 - Employee-Management Cooperation Specialists, RGS-1l

Training, & Development

3 - Employee Development Specialists, RGS-11

Sukiran ACPO:

Position & Pay Management

L - Position Classification Specialists, RGS-11

Recruitment & Placement

1 - Supervisory Personnel Staffing Specialist, RGS-11
2 — Personnel Staffing Specialists, RGS-11
7 - Personnel Staffing Specialists, RGS=$

Management-Employvee Relations

L - Employee-Management Cooperation Specialists, RGS-11l

Training & Development

3 = Employee~Development Specialists, RGS-11

[/ Z\

- ANNUAL DOLLAR COST-LOCAL NATIONAL
NAF CPO EMPIOYEES

Personnel Expenses (NAF), 1970

Base Pay $19,805.76
(Bonus) ﬁ_%:%%%g%
*Term-End Allowance $ 393.12
Travel Allowance $ 126,00
(Commutation Alw Only)

Retirement Allowance $ 1,912.56
GRI Social Security Tax $ 839,64
TOTAL $29,362,17

#Additional bonus payable in April,



ANNUAL DOLIAR COST LOCAL NATIONAL EMPLOYEES
ASSIGNED TO CPO (APPROFRIATED FUND)

Personnel Expenses (AF), 1970
Base Pay $186,000.00
(Bonus) 62,000.00
TOTAL $248,000.00
Allowances(Includes Retirement) 6,000.00
Travel Expenses 2 +00
TOTAL $50L,435.00
Includes:
MAC Trans OKI to Hawaii $ - 214.00
& Return to OKI
MAC Trans OKI to Japan $ 40.00 ,
& Return to OKI
Per Diem 7 days Hawaii $ 203.00
Per Diem 17 days Japan $ 358.00
Travel Allowance to & from
duty ($1.50 per mo X 90

ZT-({) =/

CIVILIAN PRRSONTL DIVISLCH

fdvises the Cewendicg Genwral, his stall, and eross~servieed activity
cauianders and thoir stafls, on matters pertaining to the administrae
tlon and managemant of civilian orpleyess. Directs the developmont
ot and ovaluates an integratsd operating civiliau personasl Progran,

Vivilian Perponnal Mrector

Ac::,s Zor the Comvanding General 4in davoloping astivity eivilian parson;—»'
nel policy, and dn plamning, prograning, ececubing, and evaluating .a
conprenonsive eivilian porsonnoel program, in accordance with Dopartiont
of the Arry, ¢ivil Dervice Cotzissicn, and othor applicable rules,
regulalions, and procedures. Supervises sad directs tha provision of
senbirod eivilian peresnnel sorvicas for the ectivityy the adwdnistrotion
of legal, rogulatory, end precodursl controls ostzhlished within the
Foderal personnel system; and the furniching of staff assislance on
efi‘:;ctzz.vg civilian porsomwl managowsnt to all levele of mansgement aud
supervicion.

soppthy Clielding Personnel Director

Ascists the Civilian Personnal Director in accomplishing his zanizned
3\?:;;33;;@:&;7.31&195, operating with full delogatad authority to zct for
s Diractor dn all aspeots of the eperation of the Gffice of the
Civilisn Pecsonnsl drector,

Labor lanwrerent Pranch

:w.)risua :L':ha Civﬂ.}.:::&n Pevsonnel Director, GOPD Sbaff, USARYIS comvaend
win mnagenont offleinls on labor policy regulations end procedursl
aottere which affect the U, 8. citizen and iyigyuan wark-forces.

e Capresonts the Civilian Personnsl Directer in negotiations
w7 consultationa with both U. 5. citigen and Jyuiyuan enployes groups.

b, Dovelops policies, precoduras, and reguls riaining
gulstions porta
the administration of "\:n.l,:yua.n amplayt;aa. ? v

¢. Provides staf? svporvisicen over the technical a F lab:
~ . s G epects of labar
senazomat aw doplemonted by Arca OFG's insuring corparab
sdzinistration of exployoes, 6 Soaprabllity in

d. Apprises the Civilian Persennsl Director of ilaber trends
unrest amd lapending strike activities. ’

Ay —




Fondtion and Pay Manoseronl Branch

Devolops a comprohensive integzrated U.S. f{%tizsg and Fyultyuan ewployee
paaitiﬁs army wanagenent program for USARYIS and cross-serviced
activitiss. _

a. Advises on velatiouship of position and Py mansgersnt to
sffect accomplishmout of sssigned miseions.

b, FReviews the marmer in which dolegation of aubhority for Job
avaluation i3 exercised at awbordinete civilian personnol offices
through surveys and other means. ,

€. Provides evaluaticn doclslons as required on comtroversial
oF unprecadarted jfobs, Exerelses pro-audit zuthority for positions
rocoamnonded for evalustion to GS-l4 and higher grade 1@@18.

d. FPopresenbs the Civillan Porscnnel Direstor in negotistilons
with representatives of other miditary services, and the U. 5. Civil
AMnbndstration, Byukyvan Islands, concerning dovolopmont and Admine
istration of local national pay syviens and in the resolutica of
coniroversial clasaification and pay problems,

. FPropares comments and recomssudations on propoged DA and Civil
Sarvice Cordseion puhlications pertaining to rosition and pey manago-
renb.

Preceum Yiparement Beanch

Dovelops a ewmprehonsive progran to moet the nseds of ths commurd for
guldeince ad counsel to supervisors in the exscutdon of thelr personnal
ravacerent and personnsl admindstration responaibilities; progren
analysis ood ovalustion of ihe effuctivencos of the civilian pervannel
managenent prograng evaluation of personnal services furaished to

E:pezviaow by all elements of OUFU; and command-wide use of Incentiva
ards.

&. Coordinates:

(1) Civilian personnsl aduinlstiration functions directed toward

providing servicos to superviscrs and en 4% W S AT
orea of resmmibiliby,m uployaes within the USASYIS

(2) Commandewide and orgarinaticual eivilian porsonnsl prograz

m ,zm i;cmding portions of mobilizution plans pertaining to eivilian

b, Evalustess

() The wanagerent and ubils ilian
o - ren zation of the civi roonnel worl
595‘333 and propares and submdts pericdlc prcgran Gt AR R
- Ywaids and to Headquarters, U. 5. aruy, Pscifie, and ~epiriuont of tha

.

N

) Availapility and uss of employee services and facilities in
tam:(széf enpleyse mg:is. Conswlts with managers and/or concerncd staff

officers as to possible changos and advises as to possible additional

gervices or fuprovensnts in services and facilities required.

¢. Fresonts periodic briefings to managers and supsarvisors dapict—-
ing the status of the command civilian perscmwl program and the status
of civilian persomnel programs within major orgsnizational elemente of
the comnwand, '

d. Develops, in econjunction with other staff mewbers of the Office
of the Clvilian Personnel Dirgctor, command eivilian POTsonnel managee
mont policies and procedures. ‘

8. Fropares and moniters publication of policles and procedural
dircctives relating te civilian porsornsl mamzgessent end aduinistration.

f. Provides Iowcutive Scerstary service to the ISARYIS“Incentive
Awsrds Roviow Coumitteo which considers recumendstions for Federal and
ron-Federsl honorary awards, performance and cash awards for U. 8.
citizen exployees. '

Tralning and Devolopmsnt Branchk

Directs the USARYIS Training and Development Progeam for U. 8. citizen
axd Rynliyuan employess, and thelr military managers and supervisors.

2. VWorke with and through training comaittees and subdordinate
AGPO's in wromoting & clear undorstanding of the (G, USARYIS's objective
¢a erplicyeo tralrdnz and developwent; manager responsibilities for
training; and the OCPD support role in achieving cbjectives.

b. Coordinates all aspects of training and development and appiraises
now mathods for possible applicatien.

¢. Providos:

(1) Direction to and assists in manager and suparviscr development
&ctivities, including the conduct of gpacific courses on a centralized
basls as raquired for U.S. citizen employees (e.g., Persoumnal Manageaerd
for Loyeutives).

(2) =taff guidance on training doctrina, on the design of training
and dovelopmont activities, and in the seloction and development of
trainscs,

(3) Special support to m#na.gers on more compleX or unprecedented
training and developmont needs.




(4) Technical guidance Lo subordinate ACPO's engaged in providing
staff assistance on training and developusnt activiities,.

(5) For tho conduct of an annual survey of training nceds at the
beginning of each fiscal yoar and coordinabes plans for xweting
requiremonts with responsible activities.

d. Dvaluates the mammer im which tfainins and development

activities are being conducted by subordinate ACPO's through swrvsys
ard other means. ‘

Area Civilian Perswmel Offices
Sulkiran Ares Civilian Peraonnel Office

Hachlnato drea C an_Fersonna see
r

Frovides centralized eivilian personmol services to erployses and
activity commardors and mandgemsnt officials in the geographic area
sorvizs, fwnishing the full rangs of personnel mansgemert and
adimindstrative services, including ths incentives progrsa, personnal
manurerent assistance, position and pay management, training and
developmont. and suggesstion prograu services, .

L

&. Furnish guldance and assistance to managorment officials and
suporvisers in the administration of civilian persomnsl prograns
dosigred to oblain, davolop, utilize and retain a qualified and
efficient workforce. '

b. Aduinisters established legal, regulatory, and procedural
caumtrals governing employwsut systoms for the U. S. citizens and
Tyugruan workforce.

8. Lffects coordination with the Civilian Perscnnsl Director and
stalf, and other Area Civilian Perscrmel Officers to insure that plans,

pra%;ra.‘m s and objectives are compatible with overall USARYIS requiree
wentae.

X NOTEs ;n additi?n to the Area Parsomnel Office functions indicated
&bove, the Sukiran ACPO (ouly) provides cenbralisod recruiteent and
adzinistrative services for all Ryukyusa swployees of uait labor funds,

clubs, open messes and other approved U. S. Army nona opriated fund
activities, : i =

2 — 1) .

NAHA CPO

1 Secretary(Steﬂographf)
GS-318-5

MANAGEMENT SECTION

See Chart #3
See Chart #6

N . . T omesenan U Ty
< imeen Tl . v - : R

ADMINISTRATION SECTION
CAREER DEVELOPHENT SECTION

See Chart #2
See Chart #5

CENTRAL CIVILIAN PERSONNEL OFFICE

6$-201-14
GS-201-13 -

1 Assistant Personnel pfficer

1 Personnel Officer

& ULCE SECTION §

~

LLSIFICATICON

NT SECTION
A

L

LCEE
?
Sce Chart

L.

Sce Chart #1

~T
AL
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Chart #1

PLACEMENT SECTION .

' 1 Supervisory Personnel Staffing Specialist
GS-212-12

1 Personnel Staffing Specialist
GS-212-11

2 Personnel Staffing Specialist - o
RGS=-212-9 _
. Pz
1 Staffing Assistant
GS-203-7

1 staffing Clerk (Typing)
GS=203-4

%1 Clerk-Typist
GS=322-2

*paid from Non-Appropriate Funds,'

Chart #2

ADMINISTRATION SECTION

1 Supervisory Personnel Assistant
GS-203-6

1 Personnel Clerk (Typlng)
GS=-203-5

2 Personnel Clerk (Typlng) . ;'

GS=203-4 L

3 Personnel Clerk (Typing)
RGS-203-4 -

*1 Clerk-Typist
GS-322-2

*2 Clerk-Typist
RGS-322-3

*Paid ftom‘Non-Appropriate Funds,

T TS e
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Chart #3

MANAGEMENT SECTION
1 Supoxvisory Emﬁi;ye;-végzéement CooperationL . '
Specialist GS-230-13 R

1 Employce Relations Specialist
GS-230-12
2 Employec Relations Specialist
GS-230-11
1 Employee Management Cooperation Specialist
¢S-230-12 : )
2 Employee Relations Specialist 7
RGS-230-11 ’
1 Employce Relations Clerk
RGS-230-4
1 Clerk-Stenographer
GS5-312-3

- #*1 Personnel Management Specialist

NGS-201-9

*Paid from Non-Appropriate Funds, /

T s i

S

Chart #4

CLASSIFICATION & WAGE SECTION

*1

Supervisory Classification & Wage Specialist
GS=221-13

Position Classification Specialist
GS-221-12
Classification & Wage Specialist S
GS-221-12 ,
P
Position Classification Specialist
RGS=-221-11
Classification Clerk (Stenography)
GS-203-4 .
Position Classification Specialist .
NGS-221-7 ., ‘ - i

*Paid from Non-Appropriate Funds,
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_Chérc #5

CAREER DEVELOPMENT SECTION

1 Supervisory Employce Development Specialis&
GS§=-235-13 '

1 Employec Development Specialist
GS-235-12

1 Supcrvisory Employee Development Specialist
RGS=235-11 '
. "9 d
2 Employee Development Specialist
RGS~235-11

1 Employee Development Clerk (Typing)
. RGS=203=5 '

1 Clerk-Typist !
RGS=322-3

AT o

T

UYF

PERSONNEL ENGAGED IN LABOR MANAGEMENT OF RYUKYUAN EMPLOYEES

Central Civilian Personnel Office

Kadena Air Base

Appropriated Funds

Jeb Title
Personnel Staff Specialist
Employee Development Specialist
Emplovee Development Clerk
Position Classification Specialist
Employee Relations Specialist
Employee Relations Clerk
Personnel Clerk (Typing)

!

Clerk-Typist

| Non-Appropriated Funds

Employee Relations & Classification Specialist
Position Classification Specialist

Personnel Management Specialist

Personnel Staffing Speéialist

Clerk-Typist

-

Number of Positions

~N N




CIVILIAN PERSONNEL ADMINISTRATIVE EXPENSES 1970

Personnel Expenses (Ryukyuan)
Hourly Base Pay
Language Allowance
Commutation Allowance

Bonuses

Appropriate Fund

22 Employees
27.03
3.06
| .19

9.57
39.85

Non-Appropriate Fund .

7 Eméloyeeﬁ
7,01
.&é
..Oé

2.48 ..
10.03

-

: - ooy
USARLIS ‘-&i‘ﬁ‘}' f’;)—@iq
56 Stass 3-230, M‘ G5-201, Fart, I3, Exploysoe-ilanagemont C%:orperation Specialiot
Auz €8 R53 230 12
RCDLRT Lo SUITH

SUPERVISCRY CONTROLS

20 July 1965

“orks under the general curcrvision of tho Chief, Labor Rolations Division, OCPD,
v gdves insitructicns maardiaz conmand policy relative to relation-ships with orsarde
zed enployoe sroups. Vork is roviewsd In teris of the dagree of cooperation obtained
Sron enployse erjanizations and offectivensss in communicating command policy to such

orsanizations, : MAJOR DUTIES

I, “dvises and angists tha supervisor on matters portaining to employec-mrnagement
reintions, orcondsed capleyeo groups, medintion of lahor nenpcedant problens, as ) S
©a to loexl national enployees of the 4,0, inyy snd cross-serviced arencizg. The
tuwnl woridores conalsts of arproxdmately 10,080 employoes paid from appronriated
funds, and 2,500 to 3,500 non-arpropriated funds, domesticetyns and service=tyno
caployes, in a wlde varisty of trulo, cralt und Class-Act type occupaticns. lioTo=
tislicns ere conducted with 9 unions or orpinizations eilthor throush a Joint council
or 28 Individual unit, “etal menmborship of unions, ranzes from 2,000 to 9,500, Incume
wont has a celesated nuthority to nct for tha Labor Nelstions Advisor, in his ateence,

N

en il natlars portalning to lsbor ralallions activities with leeal national emnloyee
croaniaaliong.  oadntains lisicon with ollicinls of organized sroups to-keep informed
7 cevolopronts in emnloyzes! interest as rortains to employment, working conditions,
daty tours, wites, cle,, and to develop within mansgemeont a sinilar interost to maoet

the loqdcal dnd valid renulrazent of the woriforca.

Develops within manarsoment an

weness of develorments within emnleyes sroups in ordor that it prosresses at the
v.ad 0 fatler paca,  Advisos mannzoacnt and employecs of thoir respectiva rirhts as
wall as thedr oblizations to cach othor. On occaslon holds moetinzs with employee
orwanization reprosentatives providing interpretation of resulation when nceded and/or

«itting the office to further resoarch vhen necessary. L

. -

2:'.. A3 directod by the supervisor, ccnducts specinl studies to detemmine the dosire
ability of inplomontation of additienal Iringze bonefits, the delotion and/or revision -
of oxioling policies portaining to thom. Resa.ar’choa procedont and current eaployment

ey

3
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cractices dn leen) £ims and roverront 2 coneica; obbaina lnenlity warma rur7ay datn
&a@; va ol Top WOONT end Iy Aovaiacn cbitly Lo oprovide dnfanaation 60 ba danlpe

: . Fd
St of

.

> H . d svyepgpned TR
anLobilching ravining, or <lciir; reliedss ~nd procodares, or 341 - onte

far osiiidens) feln-a banfitar sl melia reeoneadations thoresns Luch preJocts

2 alee voviow of curreant rolillenl ond acenslc situaticnas ard clozo cno~iinclion with
rv.xr'-‘,: L nntlee spocialdcts In theze Tlolds to dnsum that labor-m na “ement relationa

volored nd meintainad concurrontly irith BrOTess in othzr spaclality 2rcns,

. o romerts of eatloyve w1ouns conserning special eonslderations, such ~o the
coenenition of cgasyuan holideys for local national employees, discrdnination, work
bolulunes, wrroats eenmpensation and wnomplioyment insuranca, ote.; ond mnkes recot
mvlwiens te ha superviver, no requesled, IR _ ‘

o D 2
.

8 , L}
3. tarticirstes in laborenmana~cmont conforcnces and nezotiond with suporvisor, and
“ets ns dnteryscter=iranalator for zuporvisor and CPD whon required.
("""’\L N .
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CPR 502

) . A OR MEA ARTERS OFF1
DEPARTMENT OF THE ARMY 1. INSTALLATION OR ME DQUARTER CE

JO3 DESCRIPTION

(DA CPPM | and CP P}0)

2, JO3 NUMBER

DA 907

3. CITATION TO APPLICABLE STANDARD AND ITS DATE OF
ISSUUANCE

CSC GS-230 June 66

4. TiTLE Embloyee—Management Cooperation
Specialist

S. PAY SCHEDULE 8. occ. cooe 7. GRADE
CPOS 201, Part II Aug 68 2 : ;
: § AGS 230
8. EVALUATION APPROVAL SIGNATURE DATE

Title, pay schedule, code and grade of this job have been
fixed in accordance with Department of the Army official
policy and grade level standards.

9. SUPERVISORY CONTROLS, DUTIES, AND WORKING CONDIT!

ONS (Indicate percent of time for each duty, where pertinent.) (Continue state
ment of duties, etc., on reverse side if necesaary.) )

SUPERVISORY CONTROLS congist of written and oral instructions regarding nature and
priority of assignments with periodic discussions regarding mission to be accomplished.
Work is subjéct to spot check or occasional review for compliance with legal and

regulatory requirements, quality of advisory services provided, and degree to which
assigned objectives have been achieved,

MAJOR DUTIES as EMPLOYEE-MANAGEMENT COOPERATION SPECIALIST are:

1. Develops and recommends plans, policies, and procedures for local implementation
of DA labor relations program, and assures communication of DA and local policies
and procedures to management and staff officidls. Provides principal point of
contact on labor-management relations matters of overall concern to established
bargaining units. Provides technical advice and assistance to management

regarding their rights and obligations. Assures that necessary labor relations
training is made available for staff and management officialsu

2. Advises and/or serves as a member of the installation negotiation committee.
Assures the collection and analysis of experience under negotiated agreements and
conducts special studies to develop management demands and/or respond to union demands
at bargaining table, Participates in the resolution of grievances and unfair labor

practice complaints arising out of the application and/or interpretation of negotiated .
agreements, B

/

(continued on reverse)

10,

JOB CONTENT APPROVAL (Complete on organization file copy only.) N
ORGANIZATION LOCATION

THIS STATEMENT ACCURATELY DESCRIBES THE WORK RE~
QUIRED IN ONE POSITION OR IN EACH OF A GROUP OF PO-

The above description, as modified, and with
SITIONS IN THE ABOVE ORGANIZATION,

rescribed sug lemental material is adequate

Or__purpos yation,
SIGNATURE OF ANALYST

SIGNATURE OF APPROVING SUPERVISOR

11, REAUDIT APPROVAL

DATE

SUPERVISOR'S ‘
APPROVAL

ANALYST'S
SIGNATURE

DA %374 .

- .t

BREVIOUS KOITIONS OF THIS FORM ARE OBSOLETEK. GFrO : 1981 O—39787¢

4-39T

-
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ions regarding the following areas;

e 2 t
3. Develops draft policies and implements ac 1s, employee services, communication,

' i i and appea
ersonal adverse actions, grlevgnces P
Zmployee counseling as defined in CPR 250.5-10.

‘ Performs other duties as assigned.

Evaluation Statement and Supplemental Material

-
Evaluation Factors *Level
{.T
. Factor 1 . X
Organizational Environment (E) AlB B
Factor II . . \
{Nature, scope and impac N
of issugs A C‘ 3
Factor III )
- Participation with N ol s c
E ’ Management B
Factor 1V
Authority to speak for (%\\ ala A
Management B
S’
Resulting Classification: .
GS-230 11 12

Supplemenfal Material, explain use of elements below.

ical i 43, GS-230 standard. Circle
o * ts typical combinations. See page 43, . ’
agggzgi;:t: 1:3313 or use blank column if appropriate, and explain below

2398

Gk oo eai e,

o AR St datn

- civilian personnel program on Okinawa.
- developing regulations,
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CENTRAL CIVILIAN PERSONNEL ‘OFFICE
824TH COMBAT SUPPORT GROUP
APO SAN FRANCISCO 9?239

CIVILIAN PERSONNEL OFFIGCER

Is responsible for the management, control and direction of the Air Force
The specific responsibilities include:
standards, and procedures as necessary to implement
higher authority directives and to insure effective administration of the
program wWhich encompasses U. S. citizen, third country and local national
employees of appropriated and non-appropriated funds; evaluating and appraising
the effectiveness with which supervisors discharge their inherent management
responsibilities and in fostering effective personnel management processes

. rand activities; appraising the needs of the work force and the special require-

~

ents put on the work force by missions and environment; servicing as a point

~of contact in civilian personnel policy matters, both internally within the

Air Force and with other Federal agencies in the area; and providing positive
eadership and direction of the activities of the Civilian Personnel Office.
serves as AF representative on Joint Services Labor Committee and in coordina~

tion with USCAR and other DOD activities on Okinawa on labor matters.

CAREER DEVELOPMENT SECTION

’

Plans, organizes, develops and administers an employee and career
development program; advises and assists management, operating officials and
employees in determining training needs, development of training materials,
conduct of group training, and special training courses. Coordinates activities
with other functions of the civilian personnel program and operating staffs

of the installation. Evaluates the employee and career development program
nd adapts it to meet local needs. :

CSLASSIFICATION AND WAGE ADMINISTRATION SECTION

Plans, organizes, develops and administers classification,

nd wage administration program. Advises and
officials, and employees on these functions.
standards; participates in annual bcality wage surveys; analyzes and allocates
positions; evaluates appeals; maintains files of position descriptions,
organization charts and related records, and devises local procedures;
indoctrinates supervisors in classification principles and use of CSC and AT
standards with a goal toward eventually increasing military and civilian
supervisors' participation in the classification process; evaluates supervisors

progress, status and requirements for increased participation of subordinate
supervisors through SEED reviews or surveys.

.

job evaluation.
assists management, operating
Develops and reviews allocation

MANAGEMENT SECTION

[N

~ Advises 'and'assists management, operating officials and employees on
environmental and personnel matters affecting employee moral and working
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efficiency; advises management and operating officials on employee group
proposals or complaints; reviews and determines, for the Commander, whether
proposed disciplinary actions comply with laws, policy, regulations and proce- -

dures; advises and assists employees regarding formal grievances and appeals

procedures. Promotes, administers and provides assistance in connection with
incentive programs.

ADMINISTRATIVE SECTION

Responsible for the administration program; applies prescribed procedures
for personnel processing and record keeping; prepares, processes and routes
forms and records required to complete personnel actions; establishes and
maintains required civilian personnel and manpower records and files; completes
statistics and prepares reports. Determines eligibility of employees for
allowances and differentials. Determines eligibility for civilian travel

ad prepares travel orders. Responsible for administration of local national
and third country national nonappropriated fund programs and<advises and
assists on U. S. nonappropriated fund positions.

PLACEMENT SECTICN

Advises and assists management and operating officials on matters per-
taining to recfuitment, placement, evaluation and separation of employees.
Applies Air Force policies and regulatory requirements to promotion, place-
ment, reduction in force, performance ratings and other phases of the person-
nel program. Recruits evaluates, selects and assigns applicants from within
and without the installation. Develops qualification standards for promotion
and placement purpose.

Scope of the program includes U. S. citizen, local national and third
‘ountry citizens for positions in the 313th Air Division and attached tenant
organizations located on Kadena Air Base and at outlying installations and of
all U. S. citizens and third country citizens for positions at Naha Air Base.

" Program further includes the DOD school system .positions on the island.

NAHA SECTION

Plans, develops and administers a personnel management program for Naha
Air Base. The program for appropriated fund positions includes administrationm,
placement, staffing, employee-management relations and employee services.
Serves as a contact point for all civilian persomnel activities and acts as
,advisor and consultant to the local commanders on all personnel matters.
Participates in community relations projects and contacts local government
agencies, schools, and civic organizations in discussing and coordinating
matters relative to procurement, payment, and utilization of local national
employees. Provides assistance and advice to supervisors and employees on :
routine or difficult job related problems. Administers a similar program

'for nonappropriated fund employees which includes the above areas as we11 as
training and classification and wage administration.
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MCB Camp 8, D, Butler
Appropriated Punds

Number employees serviced
Civilisn Personnel Ewployees

Cost:

Base Py (P/W)
Allowances

Lenguage
Allowsnce (P/H)

Commutation
Allowance (P/H)

Bonus (4.25) (P/M)
Total

Navy--Merine Corps

2,900
28

$28.23

2,76

.00865
9 .97
$40,968

COMSOLIDATED CIVILIAN PXRSOMMSII OFFICE

Rexsopuel Functien

Wage and Classification

Esployee Relat ions

Esployment

Field Operations and
Labor Relatiscas

Training

deb Title Bo, of Positisns

Position Classification
Specialist

Esployee Relstions Specialist
Clark«Typist
Statistical Clerk

Personnel Clerks
Personnel Staffing Specialist
Clerk

Labor Relations Specislist
Clerk-Typist

Personnsl Clerk

Personnel Staffing Specialist
Personnel Management Specialist

Esployee Development Specialist
Clerk
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IN REPLY
REFER TO:

o

e A gy

DEPARTMENTS OF THE ARMY AND AIR FORCE
OKINAWA REGIONAL EXCHANGE - PACEX
(PACIFIC EXCHANGE SYSTEM)
APO SAN FRANCISCO 06248

OREP
SUBJECT: Information for DFAA Visitors

Memorandum For: Chairman, JSLC

1. Attached is an organigzation chart for the Personmel Branch of the
Okinawa Regional Exchange. The chart shows each position title and

grade in the Personnel Branch. American employee positions can be
identified by the GS equivalent grades (i.e., Stenographer, GS-LE).

The positions of Personnel Clerk, GS-6E, and Stenographer, GS-4E, under
the Supervisory Employee Utilization Specialist, are involved exclusively
in the American and Third Country National employee. personnel programs.
A1l other positions in the Branch are involved, all or in part, in the
local natidnal personnel program. .

2. Regarding administrative expenses of local national employees in the
Personnel Branch during calendar year 1970, the following figures are
offered:

a. The base pay for these employees was $33,804.11.
b. The total allowances budgeted and/or paid these employees was

$27,944.44. These included bonuses, social insurance, welfare, separation
allowances and all categories of leave. ORE has no retirement allowance.

¢, Total travel expenses paid for these employees during the
calendar year was $90.00.

3. All ORE employees are classified as non-appropriated fund employees.

1 Incl T. MATTISON
as Major, USAF .
Deputy Commander
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Army

Air Force

¥

- Navy/Marine Corps

ORE
TOTAL

\

GRAND TOTAL:
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As of December 1970

Appropriated © Nonappropriated
10,986 ‘1, 834
3,235 : 1,460
2,765 s Coom
- ¢2, 091 A




